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STATINTL 

STATINTL 


17 Duo timber l f >li6 




uEUTEAL INTELLIGENCE GROUP 


C. I. a. ADLIUISTRVTIVS ORDER 


LAP ERl ! .[ 1 lull., i VE 



•;'i* Under authority of regulations relating to annual 'and 
sick leave of government' employees (as amended June 26 , 
I 9 I 465 11 l r 4 R. 7257 ) y applications for Maternity leave may 
to approved by the .Chief, Personnel Division, Ft: A 
. Branch, under the following; circumstances: 

. a* Aritten application rail be submitted, accompanied, 
by a doctor’s certificate on Standard Form 71« 
b* Normally maternity leave v;ill not exceed six months, 
including— 

(1) Accumulated sick leave 

(2) Accumulated annual leave 

(3) "Leave without pay status" for any balance of 
the six ma.-.hs 1 period after accumulated sick 
and annual leave have been used up, 

2a Upon receipt of written advice from the attending . 

physician certifying to the absolute necessity therefor, 
the Chief, Personnel Division, F & A Branch, may 
approve extension of an additional six months’ period 
of maternity leave in a "leave without pay status" * 

FOR T HE DIRECTOR OF . CENTRAL INTELLIGENCE 


STATINTL 

Executive for Personnel and Administration 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTR UCTION 1 
No. 


22 April 


SUBJECT: Time, ‘Leave and Pay. 


RESCISSIONS: a. Administrative Instruction No. 

subject: Time, Leave and Pay. 


dated 24 June 1948, 


Administrative Instruction No. 


1948, subject: Absence for Registration and Voting. 


ated 4 August 


Administrative Instruction No. 
19^8, subject: Legal Holidays 


ated 17 November 


Administrative Instruction No. 
1949, subject: Time, Leave an? 
Hours) . 


dated 28 January 
<n?a^T^ffIcial Working 


Administrative Instruction dated 15 February 

1949, subject: Annual Leave (ifli^^Bave and Pay). 


Official' Working Hours 


a. The normal official working hours for all activities of the Agency 
are from 0830 to 1700, Monday through Friday. For any tour of duty in excess 
of four (4) hours, normal or otherwise, a thirty minute lunch period will be 
established. 


b. The hours of duty shown on Standard Form No. 1130, Time and Attend- 
ance Report, must be shown in terms of Standard rather than Daylight Saving 
Time for employees whose tours of duty are other tha n the normal official, 
working hours, 0830 - 1700. 


2. Definition s (For Leave Purposes Only) 


a. P ermanent employees are those appointed* without limitation as to 
length of service, or for definite periods in excess of one year, or for 
the duration of the Job ( covering an indefinite period) and those who, 
although paid only when actually employed, are* continuously employed for 
a period of not less than one month as distinguished from part-time or 
intermittent employees. Native and foreign national employees overseas 
are considered as permanent employees for leave purposes .only/ 


b. Temporary employees are those appointed for definite periods of 
time not to exceed one year. 




mm 
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3. Annual Leave y , .• - ' 

a. Permanent employees are entitled to 26 work days of annual leave 
with pay,, for each calendar year of Government service.' One day of annual 
leave per bi-weekly pay period is earned by a permanent' employee and credited 
to his ^ao count at the end of each pay period. The minimum credit of annual 
leave is one hour and additional credits are in multiples thereof. Perma- 
nent employees who enter on or separate from duty. on other than the first ' 

wo f k d a 7 the bi-wee.kly pay period accrue leave in accordance with 
the following' schedule ; • ' ‘ *. " 


CASIO UORK PAYS 


HOURS CREDIT 


b» Temporary employees earn two • and one -half days, annual leave for 
each continuous full month of service, However, no annual leave accrues 
for a fractional service month* 

c# Not more than 60 days' accumulated- annual leave- may be carried 
forward into .a new calendar year, 

d. An employee, however, who had on 24 July 1947- over. 60 . days., annual * 
leave v to his. .credit may carry over his leave balance as of that date tip to 
a maximal of. ’90 .days, provided he' has consistently maintained su6h ‘balance 
on the" first . of each year after 1947, ‘ ; V '• •• •" ' ’• 1 

. e v The minimum' charge for annual leave is one hour, and additibhai : ^‘ :? ' ■ 
leave .Kill bo, charged in. multiples of one hour, 

.Every sujp^f vis or respons^ifele for appr'dving leave .will assure' that 
employees are afforded ah opportunity to- avail themselves of ' earned anhual 
leave, . 

g. Annual leave programs will be 1 planned in advance and scheduled • 
so as poi; to ^^air the off iciency , of .operations,# Employees scheduled for 
leave ; during periods* not desired Jby thbin may 'elect to refuse -such leave 
periods, but .‘refusal may result , ; .in..f orfeitiiro' of that annual iodve which " 

is in excess, of. thp .Kcxiiman .that “cari Vb<?. ‘carried 'forward into the succeeding 

year# " '• . “ /•' ; ; ;,/■ a-.* o*: *• . ... • .? 

4. Advanced Annual Leave * ; / ,v Mi ::i - '• .. •-•‘w 

a* .emp^yecs ...who have , been iji the Federal service for one 

year or more may, iri case of oiiiorgehcy, b'e : ‘ granted /advanced' annu4i- : ldavd ' 
equal to* that which will accrue during the remainder of the 'c urrent caileh-. 
dar year, with the understanding that if it is iiot earned during the calendar 
year they shall make a refund for- such leave# 


i 


M 1 1 1 ; |||j » | 
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b. Application for advanced annual leavo will be submitted to the 
appropriate) supervisor' for review and recommendation, andjf 0rwsrdedLt6;> • 
the' Personnel Officer, "or his designae, , for approval." : 


c. Temporary employees will not be advanced annual leave, 
5* Sick Leave •' 


a. Permanent employees accrue sick leavo at the. rate’ rof one and 

' y f ?° r or a total of ^ days a year. The minimum 

ciodit for sick leavo is one hour. • , ■ 


b # Temporary employdos accrue sick leave at tho.’rato of one and 
one -fourth days for each full month of service, • 


. , Sick leave may bo accumulated and carried forward until it 

re ^ al V 90 days - Sick .loavo is available' ‘:to ' permanent. • • < 
omployoos at the beginning of tho month in which it accrues ' and to 
temporary, employees . dnty af tor it has boon oarne'd. 


: d, Thb minimum chargo for sick leave • is ono hour, and additional' ‘ 
lpaya will be charged in multi^los of ; oho 'hour, ' V 


(l) Sick loavo' will 1 bo granted to employees: 


,, • When they are incapacitated for the performance of ‘ 
their duties by sidoioss, injury or pregnancy and ' confinement.* 


(b) For medicia., dental, optical ojeaminat ion. «r .treatment, 
wnen leave is approved in advance by tho supervisor. 


^“.a member of tho immediate family of tho . cmployeo 
is afflictod with a contagious-' disease and requires thb. car© 
and attendance of the omplcyoo. 


(d). When, through exposure to contagious disease, the 
presence ef the employe at his post of ' duty would jeopardize 
the health of others. 


(°) ' Sick leave must be Supported by a medical certificate 
or other evidence administratively acceptable if the absence . is- 
for more than throe work cfeys. 


6. Advanced Sick lenvn 


, a. Permanent employees, in case of serious disability' or' ailment • 
as ting five days or more, may be advanced sick leave not to cxceod 30 
JyfjV ! uah 1111 a ^ van °° is charged against sick leavo which 'will.'.be . earned, 
in. the future, . Wo advqpco sick, leave will bo granted to temporary' employees 
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; . \ . ' '» 

) ■ . ■ ; " ) ; . 


■ , .. . ■ ,v , Leuf* . . J ; ■■ ■ . . * . . 

b, When an employ, oo applies' for more sick leave than ho has accumu- 
lated or may properly bp . advpncpd, the excess* . leave*" may bo charged against 
accrued annual leave or to loavo without pay* 

’’ • M ;, ; : • i;.* *;‘s . . ■ ■ . 

c, * An employee whon terminating from service must, exception cases 
of separation caused by death, retirement for disability, disability $ or 
reduction in forco, refund tho amount paid him for tho unliquidated por- 
tion of tho advanced leave, 

d, Applications for advanced sick leave mi\st bo accompanied by a 
certificate from the attending physician certifying the nature .of tho 
illness and the , estimated date that the cmployoc will bo able to return 
td' duty," Applications will be processed in the same, manner as those for 
advanced annual leave, 

7« Substitution of Sick, .for Annual Leave . • • ; * . 

When sickness occurs within a period of annual loavo and .lasts five, 
or moro consocutivo workdays, sick leave may be granted to cover the period 
of illness, in which event the deductions -against annual leave for this, 
period will bo ebrivortod. Application for such substitution must bo made 
within two workdays .after return to duty and must be supported by a medical 
certificate, or other , evidence administratively acceptable., 

8 , Maternity Leave ... • 1 ■’ 

a 9 Written applications for matornity loavo, accompanied by. a doctor's 
certificate, may bo approved by the. Pcrspimol Officer, ', or his designee., 

b 0 Normally maternity leave will not exceed six months including: 

' (l) Accumulated. sick leave.,., - . V* . ’ 

(2) Accumulated annual leave, 

( 3 ) Leave without pay,. • ' •' : ’ • " 

c. The Personnel Qfficor, or his designee, may approve additional 
maternity loavo upon rocoipt of written advicp from the attending physician 
certifying to . tho necessity for- tho •leave 



do Immediately prior to the offoctivo date of matornity lcavo, tho 
office to which the employee is assigned shall submit Form. ,Np.*: 37 t 3, Person- 
nel Action Request, Tho employee shall execute Form No, 34-30, Final Pay- 
ment Clearance. Sheet,. . .... i -ivi* *;•’ * 


9, Leave Without Pay 


a, (!) ' Leave without nav not’ exceedin g 15 work days may bo granted 
to omployoos at the discretion ef Staff Chiefs, Assistant Diroctors, 
Heads of Field Offices, or Chiefs of Missions or Bureaus overseas. 
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(2) Leave without pay in excess of 1$ workdays must have, the 
additional approval of the Personnel Officer, or hid designee* 


b. Leave withoii!) pay will not be' authorized initially for any period 
in excess- of 12 months'. ‘;v ' 


c. Form No. 37-3 will be initiated by offices when LW0P for 60 or 
more calendar days is recommended for approval. ■■ Standard Form Ndi $0, 
Notification of Personnel Action, mil be issued when such leave, or ,an 
extension -or .renewal thereof is approved. • 


d.* • Employees who ai-e granted an extended 1 ’ period of LWOP (60 days . or •, 
more) will, prior to the beginning of such loa-ve, execute Form No* 3-H-30. 


10. Military Leave 


a. Military leave for, training purposes only , not to exceed 15 
calendar days in any one ye.ar, will be granted with pay without charge 
to annual .leave to . members of reserve components of the- Armed Services 
of the United States. Saturdays and Sundays • will be included in the H 
calendar days leave period only when such leqtve. includes the preceding , 
Friday and the following Monday. • : 


b. . Members of the National Guard of the District of Columbia will 
be granted military leave with pay without charge to annual leave on all 
days of service to which -they are ordered by competent authority. 


c. Applications for militaiy leave will be processed in the same 
manner as applications for advanced annual leave. . 


Court. Leave 


a. A permanent employee who attends court -as a witness , on behalf ' of 
the United - States, or the ; Government of the District of Columbia, or for 
■jury duty, in a State, District of. Columbia, or Federal Court, is entitled 
bo his regular pay while absent from duty, and no charge for leave is made. 
Evidence of attendance at court and evidence of receipt- o-r non^receipt of " 
.'ees are required. Applications for court leave will be processed in the 
same manner as applications for advanced annual leave* •' 


b. Annual leave or LWOP.will be granted when an employee is' absent 
’rom duty because of private litigation. 


c. An employee may .be granted court leave if the value of his testimony 
rises from his official capacity. 


d. Temporary, part-time 'or %hen actually employed” personnel are 
ot entitled to court or jury duty leave of absence with pay. 


e. Employees v/ho serve as witnesses or^urffrs and are granted court 
r official leave will, surrender to the Budget Officer fees received from 
•)urts for days on which the employee normally would have worked. Federal 
\ployees called for jury duty in the District of “Columbia are not paid 
sual jury fees. • . 1 




gBSsaasMBicsss 
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f # An employee v/ho appears in any court in any capacity must report' 
to the Chief/ Inspection and Security, for briofing on security regulations 
prior to date of his appoaranco in court# 


12 , Absonoo f or Registration and Voting . 


a. Insofar as may be practicable without interfering ‘seriously with 
production, employees who dosiro to vote at communities whoro they maintain 
voting rosidonco, except where voting by absenteo ballot is permitted, will 
be excused for that purpose, without charge to loavo, for a reasonable timo 
on fill election -days « Further, employees v/ho will bo voting in jurisdictions 
which require registration in person will bo excused for that purpose, with- 
out charge to leave, for a reasonable time during tho registration periods ‘ 
specified by the jurisdiction in which they will vote* Such authorized * 
absence should not exceed the time actually required to vote or register, 
as the case may be, and in no ovont should it cxcood ono working day for 
oach oloction or registration period* 


b. In the so eases when an omployoo ro quests additional leave for 
voting or registration which will require longer than one day in order tc 
enablo him to go to his legal residence to vote or ‘register, permission will 
bo granted whenever practicable and tho poriod of absenco’ in ‘ oxcoss of one 
day v/ill bo charged to annual leave or, if annual loavo is exhausted, to _ 
leave without pay,* 


13. Unauthorized Absence 


An omployoo detained by causos beyond his control and unable to- report * 
for duty at the opening hour, should notify his supervisor as soon as possi- 
ble on the first day of absence., Absonco from duty for any causo, without 
prior permission, must be satisfactorily explained.; otherwise leave will.be 
charged as AW0L and -the employee will be subject to disciplinary action. " 


14* 


Employees not Eligible for leav e 
Employees do not earn leave if appointed: 

a. For service limited to portions of each v/orkday, weok or month. 


b. For service under repeated appointments or employments for periods 
ef short duration, none of which extends for a full month. 


c. For service on a per hour or per diem basis whore employment is not 
®n a regular ai id continuous basis * 


15 v Leave Balances 


Leave balances should bo re quo s tod from the Budget Officer only when it 
is absolutely necessary that ‘an employee know his leave balances because of 
an anticipated vacation or a prolonged absence duo to illness or some ' other 
spocial reason, and ho Is not certain whother sufficient loavo is available 
to cover the absence. Such requests v/ill be submitted in writing and for- 
warded through appropriate Timo and. Attendance Clerks# Leave balances will 
bo furnished to employees once a year. 





IjLl; Jl'i 


1 
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) 


Overt ime and Compohsatorv Leave' 1 ■ . 

, Election by the employee to take leave in , lieu of overtime conipensa 

on voo^pensatory leave) shall bo- subject to the restrictions’ governing’ 
overtime and the provisions of this section, 

k* ^Vcrtimo shall bo kept to an absolute minimum ■ throughout the Agency 
with ^ emphasis, being placod upon- the full utilization of thd normal, official ; 
working hours of oach employoo, 

G * Ovcrtino work -will not be requested or authorized except in those 
cases essential to raoot emergency requirements not possiblo to moot by full 
' om Pl°y OG, s normal vOrking hours. Assistant Directors, and 
Ohiofs aro cnarged with -the personal responsibility for control and 
contanuod bxaiainatioh; of overtime requirements to insure the off active appli- 
catxdn./.’of this policy, • . ...... . . , 

- . . ‘ ') ! ' • \ ; • . • ' ... ...... . ’ ‘ 

d. Jithin the continental limits of tho United States? 

, (l) Approval of tho Executive, his doputy,' tho Budgot Officer,, 

or his deputy, must bo obtained prior to ordering compensatory timo 
or oycrtimo.v A request will- be submitted on Form -No. 32-3, Request 
for Approval of Overtime, in accordance with instructions issued by 
tho Budget. Officer e . ...Forms should bo submitted sufficiently in advance 
to insure- receipt of approval prior to the beginning of tho period 
covered by the -request. ... . V 

(2) Form ..No, 32-3, approved by the Budget Officer or his deputy, 
will be ^ transmitted to the paying office no later than tho close of the 
pay period in which work-, is performed, 

o. Outside the continental limits of tho United States, overtime must 
be approved by Chiefs of Missions or Bureaus or their doputios, They must, 
however, .havo evidence.. that sufficient funds arc available ' for payment boforo 
authorizing overtime. Native and foreign national employees outside the con- 
tinental limits of the United States who arc paid in accordance. with local 
prevailing wage rates are not entitled to overtime pay unloss rociuirod by 
local custom, .• ■' .* , . ; 

f, .No officer or- employee shall be paid, -.with respect to any pay period < 
compensation at ..a rate in ex cess .of ^10, S3Q«00 nor. annum . Accordingly,, com- 
pensatory leave cannot be granted in those instances whore an omployco is 

not entitled to overtime compensation, 

g. Administrative controls-,:. governing compensatory leave will be estab- 

lished by each Assistant Director and Staff Chief based on policies stated 
below:': , ^ , 

(l) It must be taken within the tv/o pay poriods immediately 
following the period in which earned, or forfeiture will rosult. 

• ^ (2) -Entries will bo made, onu official Time and: Attendance .Reports 

of ^ all ovcrtimo or compensatory loavo earnod, Such entries must . bo 
initi aled by tho applicable employee . , " " ' • ■ 


- 7 - 
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(3) An adequate check systek will*' be' ‘established to., /. insure . that 
overtime was actually worked. An inspection will include checking 
guard registers and reviewing; work accomplished during periods when 
compensatory time or overtime is claimed. 

h„ Compensatory leave to the credit of employees at the date of 
issuance of this Instruction will be used within 90 calendar days frcm this 
date or be forfeited. Such leave will not bo reported as required above, 
but will be handled as heretofore. 

17. Holidays 

a» Work to be performed on a holiday for which holiday pay will be 
granted must be authorized and approved in advance in the same way as over- 
time. An employee can be excused or paid holiday rates only for. that portion 
of his tcur of duty which actually falls within the 24-hour holiday period, 
not to exceed 8 hours. Compensatory leave cannot be granted in lieu of holi - 
day nav . 


by : (l) The following days are established by law as Legal Holidays: 


1 January 
22 February 
30 May 
4 July .. 

First Monday of September 
11. November' 

Fourth Thursday of November ; 
25 December 


- New Year l s Day 

- Washington^ Birthday 

- Memorial Day 

- Independence Day 

- Labor Day 

- Armistice Day 

- Thanksgiving Day 

- Christmas 


(2) Whenever any of the above holidays falls on Sunday: 


(a) The following Monday will be officially observed as 
the holiday by - ’employees - whose regular- work week is Monday 
through Friday. 


(b) Sunday will be officially observed as the holiday by 
employees whose regular work week, includes' Sunday. ‘ 


(3) When a Legal Holiday falls on other than Sunday, thore will 
be no additional non-work day -unless proclaimed by the President as 
indicated in^ (4) belpw. 


(4) Holiday provisions other than those specified by law are 


announced by Presidential Prdcl&mation’) and • employees' will be • off icially 
notified* £*•. .-• * '• ' V’- • . :• • ; 1 


-8 r 
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• ■■ ^ ^ , r . r . ) 

13. N ight Differentia^ 

■ a. An additional 10 ’per' ’ceiit of ah <5inDloyoe f s 'bi.se pay will bo allowed 
for work performed between the hoursyqf 6:00 PM and 6:00 M' Standard - Time . 

SU ?^ ^ ourfl / a ll v i^hin the employee^ regularly scheduled tour of duty. 
Night differential cannot bo claimed f or JtimO , .ifsed, ih obtaining, meals 1 When, 
computing night differential rofcrenco should be made to the attached table 
which shows tho ,M 'maximum hours of night ' differential that' can bo claimed for : 
various tburs bf dutyi • ' ' ■■ ; _ • . . • 

b. Payment of night differential may be authorized for night work ■ 
performed when *an employee is temporarily assigned' to a regularly scheduled 
tour of duty other than his own.’* Proper' rotations, • in support of such pay-* 
monts, must appear on the. Timo and Attendance Report 

19 « Terminal Pav 

a* Annual leave must bo liquidated by a lump sum payment when an employee 
is . separated from the Federal service, or when transforrod between positions 
which arq under different leave systems, i.o,, permanent to temporary or vico 
versa. " ' ‘ 

20. Timo and Attbndance' Roport g (Standard Form No, 1130) 


a* Tine and Attendance Reports will bo submitted in accordance with 
instructions issued by the Budget Officer. 

b. Two copies or extracts of the Armed Services orders will bo given 
to the appropriate Time and Attondanco Clerk to bo submitted with tho first 
Report showing military leave* If leave extends beyond that reporting period, 
additional military loave should bo roported on subsequent Forms No. 1130 and" 
a reference made to the first Report submitted, 

c. Time and Attendance Clerks will inclu.de under "Remarks" on Form No, 
1130 inclusive hours of overtime and/or compensatory time worked by oach 
employee , 

d« Whon night differential is claimed, Form No, 1130 must indicate 
the employees tour of duty. 

e. Gorrospondonco pertaining to unauthorized absence must bo furnished 
tho Budget Officer in support of Form No. 1130 on which AW0L is reported. 

21. Designations 

a. Assistant Directors and Staff Chiefs will . submit in duplicate to 
the Budget Officer separate lists of porsons authorized to: 

(1) Receive and distribute salary chocks. 

(2) Certify tho correctness of-, and submit Timo and Attondanco 

Reports, 

(3) Request approval of compensatory timo or overtime to be worked, 

- 9 - 
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b. The above lists must be kept current at all times, and should be 
provided as indicated by the appropriate attachment. 

22. Native and Forlegn National E mplo yees 

This instruction should be used for;, pdniihlsiiering leave and payments 
to native and. foreign national employees at overseas installations insofar 
as it is. hbt' inconsistent with local laws' and .practices. Any deviations 
required by local law or practice must be reported' to' the Budget Qfficer, 
and approval obtained before action is taken. Such report must furnish 
recommendations and a copy of the applicable, law or regulation. 

FOB. THE DIRECTOR OF CENTRAL INTELLIGENCE: 

. 1 '■ statintl 


■•■•.r Acting Executive 

2 ATTACHMENTS: 

1. Night Differential Table 

2. Form Letter of Designations 

DISTRIBUTION: A 


- 10 - 
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NIGHT DIFFERENTIAL 


HOURS OP 
NIGHT DIP- 

TOUR CF DUTY LUNCH PERIOD FEREHTIAL 


1000 - 
1030 - 
1100 - 
1130 - 
1200 - 
1230 - 
1300 - 
1330 - 
1400 - 
1430 - 
1500 - 
1530 - 
1600 - 
1630 - 
1700 - 
1730 - 
1800 - 
1330 V 
1900 - 
1930 - 


HOURS OF 
NIGHT DIF- 

TOUR OF DUTY LUNCH PERIOD FEREHTIAL 


1400 - 

1430 

JL 

a 

2000 - 0430 

2400 

_ 

0030 

8 

1430 - 

1500 

1 

2030 - 0500 

0030 


0100 

8 

1500 - 

1530 

'If 

2100 ~ 0530 

0100 


0130 

8 

1530 - 

1600 

2 

2130 - 0600 

0130 

— 

0200 

8 

1600 - 

1630 

2£ 

2200 - 0630 

0200 


0230 

7i 

1630 - 

1700 

3 

2230 - 0700 

0230 

_ 

03 00 

7 

1700 - 

1730 

3i 

2300 - 0730 

0300 

- 

0330 

■64- 

1730 - 

1800 

4 

2330 - 0300 

0330 


0400 

6 

1800 - 

1830 

4 

2400 - 0830 

0400 


0430 

5*. 

1830 - 

1900 

4y 

0030 - 0900 

0430 

- 

0 500 

5 

1900 - 

1930 

5 

0100 - 0930 

0500 

- 

0530 

Ai- 

1930 - 

2000 

5.V 

0130 - 1000 

0530 


0600 

4 

2000 - 

2030 

6 

0200 - 1030 

0600 

— 

0630 

4 

2030 - 

2100 

Q: 

0230 - 1100 

0630 

— 

0700 

3i 

2100 - 

2130 

7 

0300 - 1130 

0700 

— 

0730 

3 

2130 - 

2200 

7i 

0330 - 1200 

0730 

_ 

0800 

2k 

2200 - 

2230 

8 

0400 - 1230 

0800 

— 

0830 

2 

2230 - 

2300 

8 

0430 - 1300 

0830 

- 

0900 

if 

2300 - 

2330 

8 

0500 - 1330 

0900 

— 

0930 

1 

2330 - 

2400 

8 

0530 - 1400 

0930 

- 

1000 

X 

IsJ 
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MEMORANDUM 


s Budget Officer 


SUBJECT : Designation of: (check one only) 

( ) Payment Clerks* 

( ) Authorization to Sign Time and Attendance Reports# 

( ) Authorization to Request Approval of Compensatory 

Time or Overtime* 

1 0 The following employees are authorized to perform the Subject 


EMPLOYEE 


SECTION 


SIGNATURE OF EMPLOYEE 


,*•. In the event this designation is revoked, fully or partially, 
you will be so notified. The names and specimen signatures of replacements 
will be submitted as required# 


Signature 


(Supply of this Form may be secured 
from the Budget Officer) 


Office 


. i'-, Ty 


jvM-'.jrtJi. fji , ..-j " ,i • ,• 

28RO00 10001 0Q09-4 
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25X1A 


25X1 A 


25X1 A 


25X1 A 


25X1 A 


25X1 A 


25X1A 


CENTRAL INTELLIGENCE AGENCY 


ADMINISTRATIVE INSTR UCTION 
NUMBER 


Washington, D. C. 

CONFIDENTIAL 


2 Li June I 9 J 48 


'JLJjJmj 

■■J 

1916 


SUBJECT: Time, Leave and pay 


Recisions: a. Administrative Instruction 


ber 19l;6, subject: Maternit^Leave? 


|dated 17 Decem- 


b. Administrative Instruction HHHHj 
19ii7, subject: Leave Withou^payT 


dated 2 J 4 . April 


Administrative Instruction^^^^^^J dated 15 July- 
19117 and 19 May 19ii7, subject: CIA policy on Active 
Duty Training of Military and Naval Reserve Officers 
Employed by CIA ; Military Leave Without pay for 
Annual Training Duty. 


d. Administrative Instruction dated 13 Novem- 

ber 19 k6, subject: Time , Leav^ana pay Regulations. 


e. Administrative Instruction dated 21 March 19 ^ 7 , 
subject: Time, Leave and pay Regulations - Unvouch- 
ered Funds. 


1. Definitions 


a * Permanent employees are those appointed without limitation as 
to lengtn or service, or for definite periods in excess of one year, 
or for the duration of the job, and those who, although paid only 
when actually employed, are continuously employed for a> period of not 
less than one month as distinguished from part-time or intermittent 
employees. Native and foreign national employees overseas are con- 
sidered as permanent employees ’for leave purposes' only, .V 


. . ^ Temporary employees are those appointed for definite periods 
01 time not to exceed one year# 


2# Annual Leave 


a# permanent employees are entitled to 26 working days annual 
leave with pay, for each calendar year of Government service. One 
day of annual leave per bi-weekly pay period is earned by a permanent 
employee and credited to his account at the end of each pay period# 
Tne minimum credit of annual leave is 15 minutes and additional 
credits are in multiples of l£ minutes. Permanent employees who 
enter on or separate from duty on other than the first or last work 
day of the bi-weekly pay period accrue one- tenth of one day's leave 
period complete day of service. rendered during that reporting 
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b* Tempo; jy employees earn -two and one-h/ ) days annual leave 
for each continuous full month pf service. However, no annual 
leave accrues for a fractional service month. 

c. Not more than 60 days accumulated annual leave may be car- 
ried forward into a new calendar year. 

d. An employee, however, who had on July 2 U, 1?U7., over 60 days 
annual leave to his credit may carry over his leave balance as of 
that date up to a maximum of 90 days, provided he has consistently 
maintained such balance on the first of each year after July 2)4, 19I4.7 

e. The minimum charge for annual leave is one hour, and addi- 
tional leave will be charged in multiples of one hour. 

f. Annual leave must be taken at such time as will not inter- 
fere with the work of the organization, and must be approved by the 
appropriate supervisor before the leave is taken. 

3- Advanced Annual Leav e 

a. Permanent employees who have been in the Federal service for 
one year or more may, in case of emergency, be granted advanced 
annual leave equal to that which will accrue during the . remainder of 
the current calendar year, with the understanding that if it is not 
earned during the calendar year, they shall make a refunA for such 
leave. 

b. Application for advanced annual leave will be submitted to 
the appropriate supervisor for review and recommendation, and for- 
warded to the Chief, Personnel Branch, A&M, for final approval. 

The Assistant Director for Special Operations may approve, advanced 
annual leave for his unvouchered employees. 

c. Temporary employees will not be advanced annual leave. 

In Sick Leave 

a. Permanent employees accrue sick leave at the rate of one and 
one— fourth days per month, or a total of 15> days a year. The mini- 
mum credit for sick leave is one hour. 

b. Temporary employees accrue sick leave at the rate of one and 
one-fourth days for each full month of service. 

c. Sick leave may be accumulated and carried forward until it 
totals not more than 90 days. Sick leave is available to permanent 
employees at the beginning of the month in which it accrues, and to 
temporary employees only after it has been earned. 

d. The minimum charge for sick leave is one hour, and additional’ 
leave will be charged in multiples of one hour. 
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Sick.le«ve will be granted to employees^ 


(a) When they are incapacitated rbr the performance* 
of their duties by sickness, pregnancy and con- 
finement, and injury. 

(b) For medical, dental or optical examination or 
treatment, when leave is approved in advance 
by the supervisor. 

(c) When a member of the immediate family of the 
employee is afflicted with a contagious disease 
and requires the care and attendance of the 
employee, 

(d) When, through exposure to contagious disease, 
the presence of the employee at his post of 
duty would jeopardize the health of others. 

(e) Sick leave must be supported by a medical 
certificate or other evidence administratively 
acceptable if the absence is for more than 
three working days. 


5. Advanced Sick Leave 

a. Permanent employees, in case of serious disability or ailments 
lasting five days or more, may be granted not to exceed 30 days advanced 
sick leave. Such advances are charged against sick leave which will be 
earned in the future. No advance sick leave will be granted to temporary 
employees . 

b. When an employee applies for more sick leave than he has accumu- 
lated or than may properly be advanced, the excess leave may be charged 
against accrued annual leave or to leave without pay. 

c. An employee when terminating from service must, except in cases 
of separation caused by death, retirement for disability, disability, or 
reduction in force, refund the amount paid, him for the period of indebted 
leave. 

d. Applications for advanced sick leave must be accompanied by a 
certificate from the attending physician certifying the nature of the 
illness and the estimated date that the employee will be able to return 
to duty* Applications will be processed in the same manner as those for 
advanced annual leave. 

6. Substitution of Sick for Annual Leave 

When sickness occurs within a period of annual leave and lasts five 
or more consecutive workdays, sick leave may be granted to cover the 
period of illness and the deductions against annual leave for this period 
will be restored. Application for such substitution must be made within 
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two workdays after return to duty and must be supported by a medical cer- 
tificate, or other evidence administratively acceptable. y 

7. Maternity Leave 

a. Written applications for maternity leave, accompanied by a doctor's 
certificate, may be approved by the Chief, Personnel Branch, MM, and the 
Assistant Director for Special Operations may. approve such applications for 
his unvouchered employees. 

b. Normally maternity leave will not exceed six months including 

(1) Accumulated sick leave 

(2) Accumulated annual leave 

(3) "Leave without pay status" for. any balance of the 

six months. 

c. The Chief, Personnel Branch, A&M, may approve up to an additional 
six months' period of maternity leave as "leave without pay" upon receipt 
of written advice from the attending physician certifying to the necessity 
for the additional leave. The Assistant Director for Special Operations 
may approve auch additional leave for his Unvouchered employees. 

d. Immediately prior to the effective date of maternity leave, the 
office to which the employee is assigned shall submit Form No.. 37-3, 
Personnel Action Request. The employee shall execute Form No. 34-30, Final 
Payment Clearance Sheet. 

S. Leave Without Pay 

a. (l) Leave without pay not exceeding 15 working' days may be granted 
at the discretion of Staff Chiefs, Assistant Directors, Heads of Field 
Offices, or Chiefs of Missions or Bureaus overseas, to employees under 
their jurisdiction. (2) Leave without pay in excess of 15 workdays must 
in addition be approved by the Chief, Personnel Branch, A&M. 'The Assis- 
tant Director for Special Operations may approve such leave without pay 
for his unvouchered. employees, 

b. Leave without pay will not be authorized initially for any period 
in excess of 12 months. 

c. Form No. 37-3 will be initiated by offices when LW OP for 60 or 
more: calendar days is recommended for approval. A personnel action will 
be issued when such leave or an extension or renewal thereof is approved. 

d. Employees who are granted an extended period of LW0P will, prior 
to the beginning ©f such leave, execute Form No. *34-30, "Final Payment 
Clearance Sheet". 

9. Military Leave 

a. Military leave for training purposes only, not to exceed 15 calen- 
dar days in any one year, may be granted with pay without charge to annual 
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leave to members of any milityNtlWfeMUj^ization established by law 
of the United States. Saturdays and Sundays will be included in the 15 
j calendar days leave, period only when such leave includes the preceding 
Friday and the following Monday. 


b. Members of the National Guard of the District of Columbia may be 
granted Military leave with pay without charge to annual leave on nil 
days of service which they are ordered by competent authority to perform 
and on all days, during which they are engaged in field or coast defense 
training. ‘ < 


c. Applications for military leave will be processed' in the same 
manner as applications for advanced annual leave. 

10. Court Leave 


a, A permanent employee subpoenaed to testify as a witness on behalf 
of the United States or the Government of the District of Columbia, or 
called for jury duty v in a State, District of Columbia, or Federal Court, 
is entitled to his regular .pay while absent from duty and no charge for : 
leave is made. Evidence of attendance at court and evidence of receipt 
or non-receipt of fees is required. Applications for court or jury leave 
will be processed in the same' manner as applications for advanced annual 
leave. 


• b. Annual leave or LW0P will be granted when an employee is subpoenaed 
in private litigation or by some party other than the Federal or District 
of Columbia Government. 


c. Employees may be regarded ns in active duty status for court serv- 
ice and no leave charged if the value of the employee's testimony arises 
from his official capacity and he is subpoenaed' solely because of and to 
testify in that capacity. 

•d. Temporary, substitute or "when actually employed" personnel are 
not entitled to court or jury duty leave of absence with pay. 

e. Employees who serve' as witnesses or jurors and are granted court, 
jury duty or official leave will surrender to the Budget and Finance Branch, 
A&M, fees received from courts for days on which the employee normally 
would have worked. Federal employees called for jury duty in the District 
of Columbia are not paid usual jury foes. 

f. An employee who appears in any court as a witness, plaintiff, de- 

fendant or juror must report to the Executive for Inspection and Security 
for briefing on security regulations prior to date of his appearance in 
court. . ■ ■ _ . ; 

11. Unauthorized Absence 

An employee detained by causes beyond his control and unable to report 
for duty at the opening hour, should notify his supervisor as soon ns possi. 
ble on the first day of abse^^j^ duty for any cause, without 
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prior permission, must be satisfactorily explained; otherwise leave will 
be charged as AW0L and the employee will be subject to disciplinary action. 

12. Employees not Eligible for Leave 

Employees do not earn leave if appointed: 

a. For service limited to portions of each workday, week or 
month. 

b. For service under repeated appointments,, or employments 
for periods of short duration none of which extends for 
a full month. 

c. For service on a "per hour" basis where employment is 
not on a regular and continuous basis. 

13 • Leave Balances 

Leave balances should be requested from the Leave Section, Budget and 
Finance Branch, or Special Funds Division, 0S0, only when it is absolutely 
necessary that an employee know his leave balances because of an sntici- 
pated vacation or a prolonged, absence due to illness or some other special 
reason and he is not certain whether sufficient leave is available to cover 
the absence. Such requests will be submitted in writing and forwarded 
through appropriate Time & Attendance Clerks. 

14* Overtime 

a. Within the continental limits of the United States: 

(1) Overtime for departmental employees must be approved 
prior to overtime work in each case. Requests will 
be submitted on Form No. 32-3, Request for Approval 
of Overtime, as indicated below: 

(a) To Budget and Finance Branch, A&M, for all 
employees except those of OS 0 who are paid 
from unvouchered funds. Such requests may 
be approved by the Chief, Budget Division 
and the Chief and Assistant Chief, Budget 
and Finance Branch. 

(b) To Special Funds Division, Administration 
and Services, 0S0, for employees of 0S0 
who are paid from unvouchered funds. Such 
requests may be approved by the Chief and 
Assistant Chief, Special Funds Division, 

0S0. 

(2) Quarterly estimates of anticipated overtime require- 

ment^j^^b^submitted on Form No. 32-3 by Chiefs 
of ■■■■■■I installations to the officials in- 
dicated in a (1) above, who are authorized to approve 
overtime payments for installations. 

Forms should be submi tTec^sufficienEly in advance to 
insure receipt of approval prior to the beginning of 
the quarter covered by the estimate. 


i 
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•' b. After approval as iiCQ^FJ<DE>NJlAlune for employees in the 
continental United States may be ordere d by the appropriate Staff C hiefs , 
Assistant Directors, Chiefs of Branches 


c. Outside the continental limits of the United States, overtime may 
be ordered and approved by Chiefs of Missions or Bureaus or their Deputies* 
They must, however, have evidence that sufficient funds are available .for 
payment before authorizing overtime , Native and foreign national employees 
outside the continental limits of the United States who are paid in accord- 
ance with local prevailing wage rates are not entitled to overtime pay un- 
less local custom requires. ’ 


d. All work in excess of 40 hours performed during one administrative 
work week will be considered overtime if authorized and ■ approved in advance 
in accordance with the above provisions. 1 


• e. Approved overtime worked will be paid at authorized rates or com- 
pensatory time off may be allowed. 


15. Holidays 

Work to be performed on a holiday for which holiday pay will be granted 
must be authorized and approved in advance in the same way as for overtime 
work and pay as shown in 14 above. An employee can only be excused or paid 
holiday rates for that portion of his tour of duty which actually falls with 
in the 24-hour holiday period, and not to exceed 8 hours u 

16. Night Differential 

a. An additional 10 per cent of an employee's base pay will be allowed 
for work performed between the hours of 6:00 PM and 6:00 AM, when such hours 
fall within the employee's regularly scheduled tour of duty. Night differen 
tial cannot be claimed for time used in obtaining meals. 

b. When computing night differential reference should be made to the 
attached Table which shows the maximum hours of night differential that 
can be claimed for various tours of duty. 

17. Terminal Pay 

a. Annual leave must be liquidated by a lump sum payment when an em- 
ployee is separated from the Federal service, or when transferred between 
positions which are under different leave systems, i.e., permanent to tem- 
porary or vice versa. 

18. Time and Attendance Reports 

a. Time and Attendance Reports will be submitted to the Budge and 
Finance Branch, A&M, or the Special Funds Division, OS O, as appropriate 
in accordance with instructions from such offices. 

b. Two copies or extracts of military or naval orders will be given 

to the appropriate Time submitted with the first 
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report (Form No. 1130) showing military leave. If leave extends beyond 
that reporting period, additional military leave should b© reported on 
subsequent Forms No. 1130 and a reference made to the first Form No. 1130 
reporting the leave „ 

c. Time and Attendance clerks will include under "remarks" on Form 
No. 1130 inclusive hours of overtime, worked .by employees. For overtime 
in the continental United States, a copy of Form No. 32-3 approved by the 
appropriate supervisor and the Special Funds Division, 0S0, or Budget and 
Finance Branch, A&M, will be attached to the applicable Form No, 1130 when 
transmitted to the appropriate paying office, 

d. When night differential is claimed, Form No. 1130 must indicate 
the employees regular tour of duty, 

e. Correspondence pertaining to unauthorized absence must be furnished 
the appropriate paying office to substantiate Form No. 1130 on which AW0L 
is reported. 

f. When annual leave is converted to sick leave as shown in paragraph 
6 above, a notation to that effect must be made on Form No. 1130 and a 
medical certificate or other evidence administratively acceptable must 
support Form No, 1130. 

g. Assistant Directors and Staff Chiefs will submit in duplicate to 

the appropriate paying office a list of persons authorized to certify the 
correctness of time and attendance reports, and will keep such lists cur- 
rent at all times. / 

19, Native and Foreign National Employees 

This Instruction should be used for administering leave and payments 
to native and foreign national employees at overseas installations insofar 
as it is not inconsistent wi.th local laws and practices. Any deviations 
required by local law or practice must be reported to the appropriate pay- 
ing office in Washington and approval obtained before payment is made. 

Such report must furnish recommendations and a copy of the applicable law 
or regulation. 


'Rear Admiral, U,S 0 N. 
Director of Central Intelligence 
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TOUR 

OP DUTY 

LUNCH 

PERIOD 

HRS. OF 
NIGHT DIF- 
FERENTIAL 

TOUR 

OF DUTY 

LUNCH 

PERIOD 

HRS. OF 
NIGHT D! 
FERENTIj 

1000 

- 1830 

1400 - 

1430 

£ 

2000 

- 0430 

2400 - 

0030 

8 

1030 

- 1900 

1430 - 

1500 

1 

2030 

- 0500 

0030 - 

0100 

a 

1100 

- 1930 

1500 - 

1530 

i£ 

2100 

- 0530 

0100 - 

0130 

a 

1130 

- 2000 

1530 - 

1600 

2 

2130 

- 0600 

0130 - 

0200 

a 

1200 

- 2030 

1600 - 

1630 

2£ 

2200 

- 0630 

0200 - 

0230 

7i 

1230 

- 2100 

163 0 - 

1700 

3 

2230 

- 0700 

0230 - 

0300 

7 

1300 

- 2130 

1700 - 

1730 

3£ . 

2300 

- 0730 

0300 - 

0330 


1330 

- 2200 

1730 - 

1800 

4 

2330 

- 0800 

0330 - 

0400 

6 

1400 

- 2230 

1800 - 

1830 

4 

2400 

- 0830 

0400 - 

0430 

5£ 

1430 

- 2300 

1830 - 

1900 

4i 

0030 

- 0900 

0430 - 

0500 

5 

1500 

- 2330 

1900 - 

1930 

5 

0100 

- 0930 

0500 - 

0530 

4i 

1530 

- 2400 

1930 - 

2000 

5£ 

0130 

- 1000 

0530 - 

0600 

4 

1600 

- 0030 

2000 - 

2030 

6 

0200 

- 1030 

0600 - 

0630 

4 

1630 

- 0100 

2030 - 

2100 

6£ 

0230 

- 1100 

0630 - 

0700 

3i 

1700 

- 0130 

2100 - 

2130 

7 

0300 

- 1130 . 

0700 - 

0730 

3 

1730 

- 0200 

2130 - 

2200 

7£ 

0330 

- 1200 

0730 - 

0800 

2 % 

1800 

- 0230 

2200 - 

2230 

8 

0400 

- 1230 

0800 - 

0830 

2 

1830 

- 0300 

2230 - 

2300 

8 

0430 

- 1300 

0830 - 

0900 


1900 

- 0330 

2300 - 

2330 

8 

0500 

- 1330 

0900 - 

0930 

1 . 

1930 

- 0400 

2330 - 

2400 

8 

0530 

- 1400 

1930 - 

1000 

* 
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(Date) 

Fame. . 

Street Address 

City <y State 

Dear /lir. ' ' ' _ j 


1. This is to notify you. that the United States Government, as represented 
by the Central Intelligence group, has accepted your employment effective 


Position: * / 

Base Salary: _ per 

2. This appointment is not a Civil Service position. You 7,111 be entitled 
to annual and sick leave (only in accordance with Civil Service rules and regu- 
lations). You will be reimbursed for travel expenses in accordance with the 
Standardized government Travel Peculations, as amended. If stationed outside the 
continental li its of the United States, you rail be granted such monetary 
allowances as are prescribed by CIu regulations. 

3. If you are ordered to a station outside the continental United States, 
you will be required to serve a mi nimun period of twenty- four months at such 

a station. If you wish to resign or terminate your appointment or return to 
the United States before the expiration of twenty- four months after the dute of 
departure for an A verseas post, Cl j vail not pay your return travel expenses 
from a station outside the United States. 

k. Your appointment is for such ti e as your services may be required 
and funds are available for the work of CU. Totice of termination vail be 
given you by procedure similar to that provided by Civil Service rules and 
regulations. 


AssfsmT 


ACCEPTED: 
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